
Creating a Requisition for Modification for 
changing Account Info. 

07/08/2004 
 
If a Requisitioner or COTR wants to change the accounting information on a Purchase 
Order, Contract, or Delivery Order, then a Requisition for Modification is required in 
order for Procurement to issue a Modification to change accounting infromation.  The 
Requisition for Modification is initiated by the Requisitioner and routed for approval. 
 
1. 

 
 
 
2. 

 

Click on “Create 
Document.” 

1. Click on 
“Requisition”, 
under Document 
Type.”

2.  “Requisition 
Type”, select 
“Requisition for 
Modification.” 

3.  Select your 
“Requisition for 
Modification 
Numbering Masks.”



 
 
 
3. 

 
 
 
4. 

 

1.  After searching for the Purchase Order, 
Contract, or Delivery Order, click on the 
“Y’ next to the order to choose the line 
items.

2.  Select the 
line item. 

3.  Click 
“Create.” 

Click on “Items” 



 
 
 
5. 

 
 
 
6. 

 

Click on the item 
to edit. 

The price shows as 
$10 (which is what 
was on the original 
Requisition).  On the 
next screen it will be 
changed to $110, so 
you can see the total 
amount change from 
$10 to $110. 



 
 
 
7. 

 
 
 
8. 

 

Click on “Ship To”. 

2.  Click on the 
shipping address to 
change amount.



 
 
 
9. 

 
 
 
10. 

.  

1.  Change the amount to 
zero dollars. 

2.  Click 
“Edit” to 
change 
amount on 
the account 
string. 

1.  Make sure the new total 
has taken effect.  You can 
not edit accounting 
information.

2.  Choose 
“Submit”. 



 
 
11. 

 
 
 
12. 

 
 

Choose 
“Submit” 

Click “Add” to create a 
new ship to and accounting.



 
 
13. 

 
 
 
 
14. 

 

Ship to amount should fill in from the 
general page.  Click on “Add” beside 
Accounting. 

Now it’s going 
to allow you to 
make changes to 
the account 
string. 



 
 
15. 

 
 
 
16. 

 
 

After making 
changes to the 
accounting 
string Click 
“Submit”. 

Click “Submit”



17. 

 
 
 
18. 

 
 
 
 

Now you have two Ship To 
address one for zero dollars, 
and second one with the 
correct amount and 
accounting information.  

Click “Return” 

Click “Validations”, you should 
receive this Warning Message.   



19. 

 
 

“Route” the document 
as you normally would 
to the appropriate 
Approvers. 


